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competencies upon which these modules are based were identified and 
verified through research as being important to successful vocational 
teaching at both the secondary and postsecondary levels of 
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and other occupational trainers in all occupational areas. This 
module describes the factors that the teacher must consider when 
planning for educational resources (i.e., tools, materials, 
equipment) needed for lessons. It is designed to help teachers 
acquire the skills necessary to develop a systematic approach to the 
task of projecting the need for and acquiring instructional tools, 
materials, and supplies so that the vocational-technical program will 
run smoothly and efficiently. The module contains a terminal 
objective, two enabling objectives, a list of outside resources, and 
three learning experiences. Each learning experience contains an 
enabling objective, activities, information, and a self-check with 
model answers. The final learning experience is an actual teaching 
situation in which the prospective teacher is to project 
instructional resource needs and be assessed by a resource person. 
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FOREWORD 



Thisi/^^jle *s 009 of a series of 127 performance-based teacher 
education ^PfiTE) k$aming packages focusing upon specific pro- 
fessionaJ fix>n^encied^^f vocatk)nal teachers. The competend^ 
upon whic^ttie^^n)Odul«$ are based were identified and verified 
through research j» be«ng Important to successful vocational 
teaching at both itm ifits^ppndary and postsecondary levels of in- 
struction. The modules ar^^itable for the preparation of teachers 
and other occupational trains in aU occupational areas. 

Each woduie provides learning ed9)eriences that integrate theory 
and application; each culminates with criterionHreferenced as- 
sessment of the teacher's (Instructor's, drainer's) perfomiance of 
the specified competency. The materials are d^ned for use by 
teachers-in-training woridng individualf/ or in groups under the 
direction and wit^i the assistance of teather educators or others 
acting as resource persons. Resource p^vsons should be skilled in 
the teacher oonipetenciGS being deveksped and shoukj be thor- 
oughly oriented to JPBTE concepts and procedures before using 
these materials. 

The design of the materials provides conskjerable flexibility for 
planning and conducting performance-based training programs 
for presennoe and lnservk:e teachers, as well as business-indus- 
try-labor trainers, to meet a wkte variety of indivklual needs and 
interests. The materials are intended for use by universities and 
colleges, state departments of education, postsecondary institu- 
tions, k)cal education agencies, and others responsible for the 
prof esskxial devek>pment of vocational teachers and other occu- 
pational trainers. 

The PBTE curriculum packages in Categories A- J are products 
of a sustained research and devdopment effort by the National 
Center's Program for Professk)nal Devek)pment for Vocational 
Education. Many indivMuals, institutions, and agencies participat- 
ed with the National Center and have made contributions to the 
systematic devek)pment, testing, reviskxi, ana refinemdnt of these 
very signifk^ant training materials. Calvin J. Cotrell directed the 
vocational teacher competency research study upon whk:h these 
modules are based and also directed the cuniculum development 
^IM from 1971 - 1972. Curtis R. Finch provided leadership for 
the program from 1972-1974. Over 40 teacher educators pro- 
vkted input in devek)pment of initial versk)ns of the modules; over 
2,000 teachers and 300 resource persons in 20 universities, col- 
leges, and postsecondary institutions used the materials and 
provkled feedback to the National Center for revisk>ns and 
refinemerrt 

Earty verskxis of the nurterials were devetoped by the National 
Center in cooperation with the vocational teacher education facul- 
ties at Oregon State University and at the University of Missouri - 



Columbia. Preliminary testing of the materials was conducted at 
Gregcn State University, Temple University, and the University of 
Missouri -Columbia. 

Following preliminary testing, major revisk)n of all materials was 
perfonned by National Center staff, with the assistance of numer- 
ous consultants and visiting scholars from throughout the country. 

Advanced testing of the materials was carried out with assistance 
of tf )e vocational teacher educators and students of Central Wash- 
ington State College; Cok)rado State University; Frinis State Col- 
lege, Mk:higan; Forida State University; Holland College, P.E.I., 
Canada; Oklahoma S^ate University; Rutgers University, New Jer- 
sey; State University College at Buffak), Neve Yoric; Temple 
University, Pennsylvania; University of Arizona; University of 
Mfchigan-Rint; University of Minnesota-Twin Ct.Ses; University 
of Nebraska-Lincoln; University of ftorthem Cotorado; Univer- 
sity of Pittsburgh, Pennsylvania; University of Tennessee; Uni- 
versity of Vermont; and Utah State Unf^ -ersity. 

The first published edition of the modules found widespread use 
nationwkie and in many other countries of the worid. User feed- 
back from suf*f\ extensive use, as well as the passage of time, 
called for the upd^hg of ttie content, resources, and illusti-ations 
of the original materials. Furthermore, three new categories (K-M) 
have been added to the series^ covering the are^ of serving 
students with special/e>iceptional meeds, improving students' 
basic and personal skills, iviel Implemerrting con-ipetency-baseo 
education. TTiis addition reqc^ired the arficulatio^i of -wntent among 
the original modules and those of the new categones. 

Recognition is extended to the fbltowing indivkluals tor tholf* roles 
in the revision of the original materials: Lois G. Harrtngton, Cath- 
erine C. King-Fitch and Mtehael E. Wonacott, Program Associates, 
for revision of content and resources; Cheryl M. Lowry, Research 
Specialist, for illustration specifications; and Barbara Shea for 
art woric. Special recognition is extended to the staff at AAVIM 
for their Invaluable contributions to the quality of the final printed 
products, particulariy to Sylvia Conine for typesetting; to Marilyn 
MacMillan for module layout, design, rnd final art work; and to 
George W. Smith, Jr. for supervision o". the module production 
process. 
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The National Center for Research in Vocational Education s mis- 
sktfi is to increase Ihe abflity of dhme agencies, institutions, and 
organizations to solve educational problerns retotting to incfivk^ 
career planning, preparatioa and progressioa The National Center 
fulfills its mission by: 

• Generating knowledge through research. 

• Developing educational programs and products. 

• Evaluating indhndual program needs «id outcomes. 

• ProvidKig information for national planning and policy. 

• Installing educational p rogr a m s and products. 

• Operating information systems and sennces. 

• Conducting leadership development and training programs. 




AMERICAN ASSOCIATION 
FOR VOCATIONAL 
INSTRUCTIONAL MATERIALS 

Vm NationtJ tnstituto for Instructional MatBriab 
120 Driftmier Engineering Center 
Athens, Georgia 30602 



The American Association for Vocational InstmctionaJ Materials 
(AAVIM) is a nonprofit national institute. 

The institute is a cooperative eiort of universities, colleges and 
divisions of vocational and technical education in the United States 
and Canada to provide for excellence in instructional materials. 

Direction is given by a representative from each of the states 
provinces and territories. AAVIM also worics dosely with teacher 
organizations, government agencies and industry. 
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INTRODUCTION 



Vocational-technical teachers need to manage 
their programs so that the tools, equipment, and 
materials required for instruction are available when 
they are needed. Students in the basic automotive 
sen/ice class, for instance, shouldn't find that their 
practice in tire repair has to come to a screeching 
halt because there aren't enough tires to go around. 
The horticulture teacher ready to begin a unit on 
grafting shouldn't get caught with his plants down. 

These educational embarrassments can be avoid- 
ed if you look ahead in a systematic manner and (1) 
Identify all the instructional resources the teaching 
plans call for and (2) do whatever is required to make 
sure they are available. Instructional resources in this 
context refers to all the hardware and software that 
are directly involved in the process of teaching and 
learning. 

In an instructional unit in the commercial cooking 
program, this may be no more than a few grains of 
spice. In the heavy equipment operators training pro- 



gram, it may mean a ten-ton bulldozer. Small tools, 
machines, books, filmstripS: and laboratory supplies 
in almost infinite variety are essential instructional 
resources and must be provided for. 

It is one of your management tasks to determine 
the instructional resources your program is going to 
require in the school term ahead and then to see to 
it that they are purchased, borrowed, collected, or 
acquired in some way to meet the needs of the 
students at the right time and place. 

This module describes the factors that you must 
consider when planning for resources. It is designed 
to help you to acquire the skills necessary to develop 
a systematic approach to the task of projecting and 
acquiring instructional tools, materials, and supplies 
so that your vocational-technical program will be run 
smoothly and efficiently. 
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ABOUT THIS MODULE 



Objectives 

Tdimlnal Objective: In an actual teaching situation, pro- 
ject instructional resource needs. Your performance will 
be assessed by your resource person, using the Teacher 
Performance Assessment Fbnfn, pp. 23-24 {Learning Ex- 
perience III). 

Enabling Objectives: 

1. After completing the required reading, demonstrate 
knowledge of the concepts and procedures involved 
in projecting instructional resource needs {Learning l^x- 
perience /). 

2. Given a case study describing how one teacher pro- 
jected instructional resource needs, critique the per- 
formance of that teacher {Learning Experience ii). 

Resources 

A list of thp outside resources that supplement those con- 
tained within the module follows. Check with your resource 
person (1) to determine the availability and the location 
of these resources, (2) to locate additional references in 
your occupational specialty, and (3) to get assistance in 
setting up activities with peers or observations of skilled 
teactiers, if necessary. Your resource person may also be 
contacted if you have any difficulty with directions or in 
assessing your progress at any time. 

Learning Experience I 

Optional 

A vocattonal-technical teacher, experienced in project- 
ing instructional resource needs, whom you can 
interview. 



Learning Experience III 

Required 

An actual teaching situation in which you can project 
instructional resource needs. 
A resource person to assess your competency in pro- 
jecting instructional resource needs. 

General Information 

For information about the genera! organization of each 
performance-based teacher education (PBTE) module, 
general procedures for its use, and terminology that is 
common to all the modules, see About Using the National 
Center's PBTE Modules on the inside back cover. For 
more in-depth information on how to use the modules in 
teacher/trainer education programs, you may wish to refer 
to three related documents: 

The Student Guide to Using Performance-Based Teacher 
Education Materials is designed to help orient preservice and 
inservlce teachers and occupational trainers to PBTE in 
general and to the PBTE materials. 

The Resource Person Guide to Using Performance- Based 
Teacher Education Materials can help prospective resource 
persons to guide and assist preservice and inservice teachers 
and occupational trainers in the development of professional 
teaching competencies through use of the PBTE modules, 
ft also includes lists of all the module competencies, as well 
as a listing of the supplementary resources and the addresses 
where they can be obtained. 

The Guide to the Implementation of Performance- Based 
Teacher Education is designed to help those who will ad- 
minister the PBTE program. It contains answers to implemen- 
tation questions, possible solutions to problems, and alter- 
native courses of action. 



Learning Experience || 

No outside resources 



Learning Experience I 



OVERVIEW 




Activity ^ 



Optional 
Activity _ 

V. 2 M 




After completing the required reading, demonstrate knowledge of the con- 
cepts and procedures involved in projecting instructional resource needs. 



You will be reading the information sheet. Projecting Instructional Resource 
Needs, pp. 6-12. 



You may wish to meet with a vocational-technical teacher experienced in 
projecting instructional resource needs to discuss how he/she projects in- 
structional resource needs for his/her program. 



You will be demonstrating Icnowledge of the concepts and procedures in- 
volved in projecting instructional resource needs by completing the Self- 
Checl<, pp. 13-14. 




You will be evaluating your competency by comparing your completed Self- 
Check with the Model Answers, pp. 15-16. 




Vocational-technical instruction involves a variety of instructional resources- 
Activity learning tools needed to make your units and lessons come alive. 
A ^ m For information on types of instructional resources you must plan for, the 
V M factors involved in projecting instructional resource needs, and suggested 
1 procedures for developing such projections, read the following information 
^ Mii^ sheet. 



PROJECTING INSTRUCTIONS 

Imagine the plight of a teacher who has begun a 
new unit of instruction without having looked ahead 
to be sure that the tools, equipment, and supplies 
of instruction will be available when tney are need- 
ed. The teacher tries to introduce the unit by using 
a film, only to discover that the film library doesn't 
have it. In order to plan the laboratory project for the 
unit, the students need some reference materials, 
but the teacher doesn't have any such material in 
the classroom, and the only book on the subject in 
the library has been checked out. 

The students finally get to work, only to find that 
the one machine essential to the new process is out 
of order. There is a hand tool that can be used in 
place of the machine. However, with only one tool 
available for 24 students, it will take all year for the 
class to get the project done. The teacher forgot en- 
tirely about the paint needed for the project; now it 
will be four weeks until the order goes through. There 
appeared to be enough stock for all students, but 
some students made some mistakes and wasted 
material, so now the rest of the class will be short. 

All in all, this teacher has created student frustra- 
tion and resentment, risked student discipline prob- 
lems, jeopardized the instructional plans for the term, 
and given him/herself many urgent problems to 
solve, just because he/she did not plan to have the 
necessary Instructional resources at hand for the 
work. Before the unit was begun or, better yet, before 
the beginning of the school year, the teacher should 
have developed an estimate of Instructional needs 
and taken the necessary steps to acquire them. 




. RESOURCE NEEDS 

fuch an estimate of future needs. is called a pro- 
jection, and preparing such a projection is one of 
the teacher's instructional management tasks. It is 
not a mysterious process, but it does require orga- 
nized thought and planning. What got our fictitious 
teacher into trouble was the lack of instructional 
resources just when their need was critical to the 
functioning of the instructional program. 

The term instructional resources can cover a wide 
range of tools, equipment, and materials. The com- 
mon denominator is that these items are used directly 
for the instruction of students. Instructional resources 
may include classroom and lab supplies from chalk 
to cheesecloth, small tools, heavy lab equipment 
or machines, media such as filmstrips or transparen- 
cies, reference books for student use, or any 
number of miscellaneous items used in teaching. 

Resources may be as temporarily useful as to- 
day's newspaper or as permanent as an industrial 
diamond. They may be used to make a minor point 
(as in noting the number of job vacancies advertised 
in today's classified ads) or may be as central to stu- 
dent learning as a metal lathe is to a machinist. 
Whether they are small and trivial or large and ex- 
pensive, instructional resources are vital and integral 
aspects of teacher instructional strategies and stu- 
dent learning activities. 

Types of Resources 

Most procedures for requesting or ordering in- 
structional resources divide the items into several 
categories: tools, equipment, supplies, media (or 
audiovisual materials), and instructional or reference 
materials. The definitions for these categories may 
vary from school to school. The following are gen- 
erally accepted definitions, with examples of each 
type. 

Equipment. Equipment is usually defined as 
items that are of a permanent or semipermanent 
nature (e.g., expected to last more than three years). 
Minor equipment may be described as costing $50 
to $300; major equipment, over $300. Examples of 
equipment used in vocational-technical shops and 
labs include such items as sewing machines, lathes, 
dental chairs, oscilloscopes, hydraulic jacks, blue- 
print machines, beds, tractors, typewriters, and 
ovens. 

8 



Almost always, purchasing equipment involves 
getting bids from vendors before the purchase order 
can be awarded— a time-consuming process. In pur- 
chasing equipment, you must be very careful to 
specify exactly what is wanted and to check to be 
sure that the proper items are actually ordered and 
delivered. 

Tools. The definition of tools is not quite as clear 
as that of equipment. Tools are usually considered 
to be semipermanent and relatively inexpensive. 
Tools are generally, but not always, portable and of 
small size. Examples of tools are scissors, wrenches, 
soldering guns, scalpels, knives, rules, thermome- 
ters, and hammers. 

Ordering the right number of tools for a class can 
be a bit uncertain. Depending on the use to which 
each tool will be put, you may need only one of each, 
several tools for the class, or one for every student 
in the class. 

Supplies. Supplies are itdms that are consumed, 
or used up, in the course of their use. The dividing 
line between tools and supplies is not always clear. 
Supplies are sometimes defined as lasting less than 
three years. They are often incorporated into student 
projects and lose their identity. 

Vocational programs use an almost infinite varie- 
ty of supplies. A few examples of supplies are paper, 
foods, metals, cleaning compounds, adhesives, 
seeds, bandages, lubricants, finishes, and 
abrasives. Because of the variety and quantity of 
supplies needed in most occupational programs, or- 
dering exactly the right supplies for the program may 
be a complex task. 

Media. Materials of an audio and/or visual nature 
that are used in the instructional process are includ- 
ed in this category. This can include items that you 
use in lesson presentations to the class, as well as 
materials that students need for independent study. 
Lesson plans, unit plans, and learning packages 
should include the information needed to order 
media. Some of these items may be available from 
the school's materials center; others, from loan and 
rental services; and some will need to be purchased. 

Examples of media items are films, audiotapes, 
filmstrips, overhead transparencies, and slide/tape 
presentations. Hardware associated with media (pro- 
jectors, recorders, screens, models, cameras) are 
usually categorized as equipment. 

Reference and instructioral materials. This 
category relates primarily to printed materials used 
by either teacher or students. Some teachers do not 



give such material the attention it deserves because 
its use may not be so clearly delineated in instruc- 
tional plans. Each occupational area will have unique * 
needs for references and instructional materials, but 
in general, this category includes repair and main- 
tenance manuals, specification sheets, magazines, 
parts manuals, wall charts, learning packages, and 
laboratory syllabi. 

Some of these may be purchased by and shelved 
in the school library; some you may need to have 
for quick reference right in your own classroom or 
lab. Very often, the easiest way to purchase printed 
material is through the library acquisition system 
rather than through normal supply purchasing pro- 
cedures. 

Factors to Consider 

A projection of required instructional resources is 
far more than a collection of vague surmises, a 
"guesstimate," or an off-the-cuff calculation. It must 
be based on all the elements of the curriculum and 
on the specific instructional activities that are being 
planned. 

It cannot be too highly stressed that the decision 
concerning what is needed in the way of instructional 
resources should be solidly based on the planned 
instructional program, rather than the other way 
around. You should avoid having to adjust the pro- 
gram to existing tools and equipment, as this may 
lead to instruction that is ill balanced, irrelevant to 
the occupation, or out-of-date. Just because a piece 
of equipment is in the lab does not mean that it must 
be used in the program. It may have already outlived 
its industrial, as well as its instructional, usefulness. 

In the discussion that follows, the most cleariy 
definable elements that affect instructional resources 
are described. 

The written curriculum. The course of study, 
course outline, or competency profile is the basic 
document of the vocational instaictional program. 
It lists the knowledge, skills, and attitudes students 
must acquire; and to provide this instruction, certain 
resources are needed. The various unit and lesson 
plans or learning packages developed to provide the 
instruction specified in the written curriculum should 
cleariy delineate the instructional resources need- 
ed. These can serve as valuable checklists as you 
m?ke your projections. 



Student needs and interests. In most instruc- 
tional plans or learning packages, there should be 
flexibility to provide for the differing needs of stu- 
dents. Instructional resources should be selected, 
whenever possible, to meet these needs and there- 
fore will vary from program to program and will 
change overtime. As you project resource require- 
ments, you should do this in the tight of the individual 
students enrolled in your program. For example, film- 
strips and textbooks may be equally thorough instruc- 
tional devices for a unit, but the f ilmstrip may be far 
more effective in helping a group of students who 
are poor readers. 

Instructional techniques. The selection of 
resources is highly dependent on the general in- 
structional approach and the specific teaching 
strategies to be used in the instructional program. 
Resources that are most appropriate for one 
teaching technique may be almost useless for 
another. 

For example, the project method usually relies 
heavily on lab equipment and supplies. The lecture- 
discussion method may require extensive reading 
materials. Independent study may need a variety of 
reference works and periodicals. The competency- 
based approach frequently utilizes learning pack- 
ages and specially prepared media. It is absolutely 
vital that you select and develop the instructional 
techniques to be used before projecting the instruc- 
tional resources needed for the progran. 

Safety considerations. No matter what instruc- 
tional resources are to be used, the safety of 
students must be a prime consideration. Lab equip- 
ment must be in safe working order, tools needed 
for instruction must be the safest obtainable, and in- 
structional supplies should be purchased and stored 
to minimize safety hazards. If there are choices and 
decisions to be made about safe instructional 
resources, this must be done as you make your 
plans and projections. 

Occupational requirements. This is another im- 
portant basis for projecting current instructional 
needs. Occupational requirements change, so the 
instructional materials and devices need to reflect 
this change. If, for example, architectural draftsmen 
now do their drawings on film rather than on paper, 
the teacher should act to provide similar materials 
to drafting students. 

Past experience. The written curriculum and the 
unit and lesson plans or learning packages furnish 
the formal bases for selecting resources, but you 
should draw on your personal experience as well. 
Some resources will have been found to be more 
convenient, cheaper, more effective with students, 
or more generally useful than others. For example, 
a building trades instructor may have found that 
there fs no reason to provide both %" and Vi" 



plywood because the V2" thickness is suitable for 
all instructional purposes. The experienced teacher 
has a wealth of such knowledge on which to draw; 
the beginning teacher should not hesitate to ask for 
the help of colleagues. 

Present inventory of resources. Any projection 
of future resource needs must take into considera- 
tion what already is available. There is no point in 
requesting new materia! when there are things in 
stock that can be used equally as well. The available 
money should be spent for new essential items, and 
existing stocks of materials should be used where 
possible before more Is ordered. 

If you are a new teacher in an existing vocational 
program, it is reasonable to expect that there will be 
a considerable amount of tools, equipment, and sup- 
plies already in the facility. There should also be 
some form of inventory report available to you. If you 
have such an inventory report, you can use it as in- 
formation on which to build requests for resources. 

First, however, you need to verify that the inven- 
tory is correct. You should make a complete exami- 
nation of materials stocks to determine whether the 
records are accurate, complete, and up-to-date. 
Don't just make a spot-check of the inventory 
because this method could fail to uncover errors. 
Later on. difficulties and frustrations could arise 
when you are depending on all the items to be there 
when you need them. Do not be surprised, however, 
if you do not find an inventory report, since it is not 
a requirement in all schools. 

Available funds. No projection of resource needs 
will be realistic unless it takes into account the funds 
that are available. Your projections will be an exer- 
cise in futility if there is no money to buy the tools, 
equipment, or supplies that you believe to be nec- 
essary. 

Number of students. The number of students 
who are enrolled in the program will obviously have 
considerable bearing on the quantity of materials 
and supplies required and on the number of pieces 
of equipment needed in the lab so as to keep stu- 
dent work progressing without delay. If materials are 
ordered at the beginning of the school year, enroll- 
ment figures are usually already known, and quan- 
tities can be calculated accordingly. 

Unfortunately, sometimes the correct data is not 
available. Supplies may need to be ordered at the 
end of one school year, to he r^livered at the begin- 
ning of the next. Enrollment may not have stabilized, 
and program plans may not be fully developed. In 
these cases, all you can do is to make an estimate 
of student enrollment, predict the final outcomes of 
program planning, and request additional materials 
to supplement what is already available in the pro- 
gram stocks. 
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Materials, Tools, and Equipment 

How, then, do you project the quantity of materials, 
number of tools, or pieces of equipment needed? It 
is usually not possible (or necessary) to have one 
of everything for the use of every student at any time. 
As you make projections of required resources, there 
are several questions you can ask that will help 
clarify some of these needs. For ease of discussion, 
the term tool will be used to include materials, tools, 
and equipment— both the instructional and occupa- 
tional ''tools'' required. 

What does the curriculum indicate about the 
need for tools? Courses of study, course outlines, 
or competency profiles, as well as the more detailed 
unit and lesson plans or learning packages, not on- 
ly d©fine the kinds of tools that must be available to 
teacher and students but may also give some clues 
concerning the quantity needed. The learning ex- 
periences and lab activities indicated in these plans 
or learning packages will determine whether the 
tools will be needed for large-group, small-group, or 
individual learning activities. These, in turn, affect 
the number of tools needed. 

One technique you can use is to make a copy of 
your curriculum for review. Go down the outline, 
making note of the tools and equipment that are in- 
volved in each of the topics. The right-hand margins 
can be used for notes concerning equipment needs; 
the left, for tools. In this way, you can develop a basic 
list to help you in your more advanced planning. 

How many students are Nicely to need the same 
tools at the same time? The answer to this ques- 
tion is related to (1) the number of students enrolled 
in the program and (2) the kind of instructional pro- 
gram in operation. 

Your program may be organized around group in- 
struction and required projects or exercises, or it may 
be highly individualized, wi!h students involved in 
many different activities. Frequently, teachers begin 
the program with group work to make beginning 
instruction easier. As students move through the pro- 
gram, they progress at varying rates, and the lab ac- 
tivities become more varied. In a competency-based 
program, the entire program may be totally individ- 
ualized. 

In terms of tools in an electronics program, for ex- 
ample, if all students will be doing soldering at the 
same time, you will need one soldering gun for each 
student. If the lab work is individualized, you may 
need only four or five soldering guns for a class of 20. 

How often is any one tool going to be needed 
during any particular job? Some lab projects or 
customer work might require the continual use of 
certain tools. Other jobs may require rhe use of a 
particular tool only infrequently and for a very short 




period of time, thus permitting fewer tools to ade- 
quately serve more students. It will take thorough 
and adequate planning for you to calculate this 
variable. 



Can students be scheduled to rotate through 
a series of operations to reduce the demand on 
the number of tools? Using the multiple-activities 
approach, you can have perhaps seven activities tak- 
ing place in the lab at the same time. All the groups 
will not need the same tool at any one time. In a basic 
automotive course, for instance, the teacher might 
have one group working on tire repair, with three 
other groups doing '^ther things, thereby reducing 
the amount of tire repair equipment needed by the 
program. 

Supplies 

Ordering the correct amount of supplies for the lab 
also requires a bit of advance calculation. Again, 
there are several questions that can be asked to help 
clarify the problem. 

How many students will be in the program for 
the term or semester? If you know well ahead of 
tirne the exact number of students in the program, 
it is then relatively easy to compute supply needs. 
You can simply multiply the quantities of each re- 
quired supply item by the total number of students. 

Unfortunately, because materiaJs must sometimes 
be ordered well in advance of the start of the term, 
student enrollment may have to be estimated, with 
a factor for error included. Past experience may in- 
dicate a need to make adjustments in the estimateu 
enrollment figures to allow for expected dropouts or 
late registrants. 

How much should be allowed for error and 
waste? No matter how carefully supply stocks are 
calculated, there is likely to be some error involved. 
You may not be able to determine accurately how 
much of an item is required. Students can be ex- 
pected to make errors as they go through the pro- 
cess of learning. Through inexperience, students 
may break tools and damage some equipment in the 
course of use. In spite of you" supervision, supplies 
will sometimes be misused a. d wasted. 
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For supplies, a round figure of 10 percent is usual- 
ly used to calculate the additional amount needed 
to cover waste and error— your own experience will 
show whether this is adequate or needs to be 
modified. Tools subject to breakage by students 
(e.g.. handsaw blades, needles: thermometers) 
should be kept in stock so the lab can continue to 
function smoothly in spite of student mistakes. The 
best guide to the number of spare parts to keep in 
stock is your own experience. 

Whatot: ' ^tors should be consfidered when 
preparing su(#ijly orders? For most programs, it will 
be necessary to provide some materials for teacher 
demonstrations and normal instruction. The clothing 
instructor wiil use some cloth in the process of giv- 
ing a demonstration. The foods teacher will use 
cooking ingredients as part of the instructional pro- 
cess. The amount required for this purpose will vary 
greatly depending on the subject matter and the 
teaching techniques used. If demonstrations have 
been videotaped for individual use, demonstration 
materials may not be needed. 

Maintenance work on tools and equipment can re- 
quire supplies such as lubricants, solvents, sharpen- 
ing abrasives, cleaning compounds, and finishing 
materials. Sometimes schools expect vocational- 
technical teachers to do some minor repair work, and 
some programs rely heavily on customer jobs ("live 
work**) to give students desirable practice ex- 
periences. These kinds of activities also require 
supplies. 

it is important that s jppJies used for the above pur- 
poses do not come out of student materials fees. 
They should come from a separate maintenance and 
instructional materials budget. It is generally con- 
sidered indefensible for a teacher to make a profit 
on supplies sold to students for projects in order to 
cover the cost of supplies used for other purposes. 




Media, Reference Materials, 
and Instructional Materials 

A few special questions arise when planning for 
these types of instructional resources. 

Which instructional aids are essential to the 
functioning of the program, and which are simply 
nice to have? Unit plans, daily lesson plans, or learn- 
ing packages can point out the essential instructional 
aids. Learning activities that are structured around 
a specific piece of media, for example, would suffer 
greatly if the item were not available at the right time. 
There may well be some occupational knowledge or 
skills that can be taught in no other way except 
through a specific visual aid or reference book. 

You should prepare two lists of instructional media 
and references— a list of essential items and a list 
of desirable items that would enhance the instruc- 
tional program. It would also be useful if the '*desir- 
able" list were arranged in order of priority, so the 
items can be purchased in that order as funds be- 
come available. 

What media and reference materials are 
already available in the school and vocational 
program? Some form of inventory or listing of 
audiovisual and reference materials may already ex- 
ist. You may locate it in the school libraryn the 
materials center, or the vocational program office. 
It can serve as a start in determining what is conve- 
niently available. If ruch an inventory or catalog does 
not exist, it would be very wise for you to try to ar- 
range for one to be prepared for future use or to 
prepare one yourself, listing only those materials 
specifically related to your program. 

How appropriate are the media and materials 
to the planned instruction? Unlike standard tools, 
equipment, and supplies, it is almost never efficient 
to order instructional materials sight unseen from a 
catalog. You should always inspect transparencies 
and slides, preview films, and listen to audiotapes 
before purchase. Otherwise, the material may turn 
out to be quite useless for your purposes and a waste 
of money. 

If the producers and publishers of the materials 
in which you are interested extend preview privileges 
to prospective purchasers, usre this opportunity to ex- 
amine the materials. If not. contact the local 
representative of the compar^y to arrange for a 
showing. 

Whenever possible, the reference materials (e.g., 
books, specification sheets, catalogs) should dupli- 
cate those that the students will find in an actual work 
situation. Naturally, all reference material should be 
up to^ate, which means that you should periodically 
review the materials already available and order cur- 
rent material when replacement is indicated. 
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How should instructional materials be ordered? 

You should check with your school or college ad- 
ministrator to find out the exact procedures for ob- 
taining instructional materials in your institution. 
There may be a school/college budget or a library 
budget against which you can draw for these items. 
Many visual materials and services may be available 
to you from a central materials service without 
charge. You may be able to get reference materials 
from the institution's textbook fund. Try to tap as 
many of the institution's resources as possible. 

Budgets for Instructional Resources 

It is difficult to separate the task of projecting in- 
structional resource needs from the problems of 
money and budgets. One of your first actions in thf? 
process of projecting resource needs will be to deter- 
mine if there are sources of tools, equipment, and 
supplies that involve little or no cost. Local busi- 
nesses and industries may, for instance, be a source 
of some instructional resources. In addition, accord- 
ing to the Vocational Education Reporter— 

. . . thousands of machine tools and equipment 
are loaned to vocational schools at almost no cost 
by the Department of Defense. Through its Tools 
for Schools program, the Defense Industrial Plant 
Equipment Center (DIPEC) locates industrial 
manufacturing equipment that is not needed by 
the military for defense contracts and loans it to 
schools to train skilled workers. A total of 650 loans 
have been made to schools of 9,000 tools valued 
at $50 million. 



There is no catalog of equipment available 
because the reserve is constantly changing. A list 
is provided of the types of equipment that can be 
loaned, including metal cutting, testing, welding, 
woodworking, and metal forming equipment, as 
well as equipment for special industries. 

Schools prepare a very simple application, listing 
the types of equipment they would like to have. 
After the application has been approved, DIPEC 
surveys its inventory of equipment available na- 
tionwide and shares descriptions of the equipment 
with \he applicant. If the equipment meets the 
need, it is immediately shipped to the school. 

All the institution must pay for is shipping and 
packing, trip transit insurance, and insurance on 
the equipment while it is at the school site. To re- 
quest application information, contact Com- 
mander, DIPEC, Defense Industrial Loan Branch, 
Memphis, TN 38114.1 

Next, you need to find answers to the following 
questions: 

• What funds are available from the school or col- 
lege for the purchase of instructional re- 
sources? 

• What policies govern the collection of student 
fees and the selling of supplies to students? 

• What policies and procedures exist for charg- 
ing customers for service work? 

It may be necessary to search diligently for more 
money, if that is possible, or it may even be 
necessary to modify instructional plans in order to 
live within present financial constraints. In any case, 
it is very important that students not be charged any 
more tf~an is absolutely necessary.2 

It may help you in preparing a projection of instruc- 
tional resources to employ a simple form to record 
needs and calculate costs. Sample 1 is an example 
of such a form. It should be noted, however, that 
because vocational-technical programs vary widely 
in their utilization of resources, you may want to 
design a form that is specific to your service area 
or occupational specialty. 



1. Carol Hinckley Boyle, ed., Vocational Educaaon Reporter (Arlington. VA: 
American Vocational Association, April 1981). p. 2. 

2. To gain skill in preparing budgets, collecting fees, and ordering materials, 
you may wish to refer to f^odule E-2. Manage Your Budgeting and Report- 
ing Responsibilities. 
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SAMPLE 1 

PROJECTED SUPPLY NEEDS 



Program: 
Teacher: 



Term: 



Date: 



, 19 



No. of Students: 



(a) 




(c) 






v) 


\W 




Item 


Required 

Per 
Student 


Class 
Need 
Per Term 


Quantity 
on Hand 


To D.) 
Ordered 


Vendor 


Unit 
Cost 


Total 
Cost 


1. Rt>r>in Core Solder 


i/i lb. 


10 lb. 


3 lb. 


7 lb. 


Allied 


4.95 lb. 


34.65 


2. 1.5 Volt Dry Cells 


3 


60 


27 


33 


Radio 
onacK 


.54 ea. 


17.82 


3. Soldering Gun Tips 


2 


40 


21 


19 


LaFayette 


.99 ea. 


18.81 


Fluorescent 
TubeT-8 




2 


3 


0 








5. 
















6. 
















7. 
















8. 
















etc. 

















Sample 1 is partially filled in to illustrate how it can 
be used. For example, the first item, solder, is esti- 
mated by the teacher to be consumed by students at 
the rate of Va lb. per student per term. With 20 stu- 
dents in the class, this means that 10 lbs. of solder 
will be needed for the school term. Since the teacher 
already has 3 lbs. of solder in stocic (Column d), an 
additional 7 lbs. should be ordered, at ."^ total cost 
of $34.65. 

Past experience has shown that, on the average, 
students wear out about two soldering gun lips dur- 
ing a term (Item 3). The fluorescent tubes are ac- 
tually needed by the teacher for demonstrating an 
electrical circuit, rather than for student tab work. 
Since there are enough tubes on hand, none need 
to be ordered. Similar forms can be constructed for 
tools, media. Instructional matenats, or other types 
of resources. 



It can be seen that the whole process of project- 
ing instructional resource needs is fairly straight- 
forward. The first time it is done, it may require a con- 
siderable amount of time and effort to complete. In 
succeeding school or college terms, however, the 
projection may only need to be reviewed, changed 
where required according to program revisions or 
past experience, and recalculated. Done properly, 
a projection of instructional resource neeCs can 
make the instructional program function smoothly, 
relieve you of the need to solve supply problems on 
a haphazard basis, and generally help to make 
teaching and learning a more pleasant and effective 
experience. 
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A teacher in your own service area who is experienced in planning for in- 
structional resources may be able to give you insights into the problems in- 
volved in projecting instructional resource needs in a vocational-technical 
program. You may wish to arrange through your resource person to meet 
with such a teacher and ask him/her about any problems unique to your area, 
special factors that must be considered, and practical procedures he/she 
has found particularly helpful. 



The following items check your comprehension of the material in the infor- 
mation sheet, Projecting Instructional Resource Needs, pp. 6-12. Each of 
the five items requires a short essay-type response. Please explain fully, but 
briefly, and make sure you respond to all parts of each item. 



SELF-CHECK 

1. What is the relationship between the written curriculum (e.g., course of study, course outline, or com- 
petency profile) for a particular vocational-technical program and the instructional resource materials 
that should appear in the classroom and laboratory? 



2. For the next fall term, you intend to change your teaching approach in your program (e.g., to greater 
individualization). How will this affect your projections for the instructional resources you will need next fall? 
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3. Why should you have an inventory report of the tools, equipment, and supplies in -our classroom and 
laboratory when you are making projections of the instructional resources you will need? 



4. How can persons from business or industry (or an advisory committee) be of assistance to the teacher 
who is developing his/her projections of resource needs for the coming term? 



5. What kind of evidence or justification could you give to your administrator that the many new tools you 
want to order are essential to your instructional program? 
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Compare your written responses to tha seif-check items with the model 
answers given below. Your responses need not exactly duplicate the model 
responses; however, you should have covered the same major points. 



MODEL ANSWERS 

1 . Instructional materials, such as reference books, 
films, and transparencies^ must not be requested 
just because they look interesting or may help 
students in some vague, unspecified way. Any 
projection of instructional resource needs should 
be based on definite instructional plans, including 
the curriculum for the program, the unit and 
lesson plans, or the learning packages. The 
learning activities and experiences that are re- 
quired in the curriculum should determine the 
types, amount, and specific titles of materials 
available to students in the classroom and lab. 

The reference sources listed in the curriculum 
serve as a good starting place for selecting new 
materials. Since it is important that instructional 
materials be as up-to-date as possible, it will be 
necessary for you to search for the latest editions 
and newest versions of the materials. 

2. The relation between teaching approach and in- 
structional resources of ail kinds is very strong 
and direct. If there is to be a major change in ap- 
proach (as, for example, changing from a con- 
ventional lecture/lab program to fully 
competency-based instruction), it might also be 
necessary to make major changes in tools, lab 
equipment, lab supplies, and reference materials. 

Take the case of competency-based instruction, 
for example. Because the instruction is general- 
ly more individualized than in conventional pro- 
grams, it may be necessary to purchase or 
develop learning packages for each student and 
to have a much greater collection of slide/tape 
presentations, videotapes, and reading materials. 

File drawers and storage boxes may have to be 
acquired to house the collection. A few more 
audio- and videotape players may be needed so 
students can use the materials efficiently, and 
study carrels may need to be installed. On the 
other hand, it is Hkely that fewer duplicates of 
machines and tools would be needed because 
students would be working on a greater variety 
of learning activities at any one time. 



Sometimes, even minor changes in teaching 
techniques can affect resource needs. If, for ex- 
ample, you decide to use more overhead trans- 
parencies instead of time-consuming chalkboard 
drawings, the following changes may be need- 
ed: (a) purchase of a new projector, (b) installa- 
tion of a permanent screen in the classroom, (c) 
a new file for transparencies, and (d) less colored 
chalk. 

Just as the equipment that happens to exist in 
the lab must not be allowed to control the cur- 
riculum, neither should the instructional materials 
on hand dictate the teaching techniques to be 
used. The techniques should be those that are 
the most effective for working with a particular 
group of students. Instructional materials should 
be carefully chosen to support and enhance the 
teaching technique. 

3. Without some type of inventory report, you can- 
not make an accurate projection of resource 
needs for the coming term or the next instruc- 
tional activity. The first big step in projecting 
resources is to calculate the total tools, equip- 
ment, supplies, and materials required for the 
program. The next step is to subtract from the 
estimate those items and quantities already 
available. You can then plan to order the addi- 
tional items required. 

Without an accurate inventory, the second step 
becomes largely guesswork— full of chance for 
error, miscalculation, or forgetting. You will, no 
doubt, have better things to do with your proc ram 
funds than to buy an oversupply of some items 
just because you forgot you already had some 
on hand. 

The inventory also serves as a check on past ex- 
perience. Your inventory records can tell you how 
much of a certain supply item was actually used 
during the past year, so you can use this as a 
basis for estimating future consumption. Such 
records may remind you that a piece of equip- 
ment is getting old and may need replacement 
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or that, with enrollment going up. the number of 
tools may be inadequate for next year. It is un- 
wise to leave such things strictly to memory. 

4. Probably the most important thing that a group 
from business and industry can do for you iri 
regard to instructional resources is to help to keep 
your program up-to-date. It is easy for the teacher 
who has been away from the actual job for a while 
to get immersed in his/her own program and to 
lose track of new developments in the field. 

As you go through the process of preparing your 
list of resource needs, you can involve your ad- 
visory committee members in checking to make 
certain your tools and equipment meet present- 
day standards in the occupation. They could also 
review your supplies list for appropriateness and 
perhaps suggest new reference materials that are 
used in the occupation. 

If you find that your program is lacking some in- 
structional resources, whether tools, equipment, 
or supplies, the advisory committee may be able 
to assist you in getting them. It is possible that 
they may make a gift to the program themselves 
or locate someone who can. The formal and 
strong support of the advisory committee may 
also give added weight to your request to the ad- 
ministration for the needed funds for your instruc- 
tional program. 



5. The best single piece of evidence that you can 
present to establish the essential nature of your 
request for tools is that the request is based di- 
rectly on the program's curriculum. The cur- 
riculum is an almost official document of the 
school or college, accepted by the administration 
as an authoritative statement concerning what is 
to take place in the occupational program. The 
unit plans, daily lesson plans, or learning 
packages derived from the curriculum have simi- 
lar acceptance. Student performance objectives 
make these plans/packages operational. 

If the curriculum indicates that students in the oc- 
cupation must be able to use certain tools, then 
those tools should be available in the lab. You 
should be able to show, of course, that the re- 
quested tools are not at present in the inventory, 
and that, when received, they will be given prop- 
er care and control. 

Other justifications for requesting additional tools 
are that (a) the present ones are worn, unsafe, 
or out-of-date, (b) increased enrollment in the pro- 
gram necessitates more tools, or (c) changes in 
instructional approaches require more tools for 
the class. If you have worked out your projection 
of needs carefully— and have the data to back it 
up— there is a much greater chance that the tools 
will be forthcoming. A request accompanied by 
the offhand claim that "I really need these'' is 
much less impressive. 



Level of Performance: Your written responses to the self-check items should have covered the same ma- 
jor points as the model answers. If you missed some points or have questions about any additional points 
you made, review the material in the information sheet. Projecting Instructional Resource Needs, pp. 6-12, 
or check with your resource person if necessary. 
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Learning Experience 1! 

OVERVIEW 



Given a case study describing how one teacher projected instructional 
resource needs, critique the performance of that teacher. 



You will be reading the Case Study, p. 18. and critiquing the performance 
of the teacher described. 



You wilj be evaluating your competency in critiquing the teacher's perfcr- 
mance in projeciing instructional resource needs by comparing your com- 
pleted critique with the Model Critique, p. 19. 
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The following case study tells of one teacher's efforts to plan and prepare 
Activity ^ a projection of the instructional resource needs of her program. Read the 
case study and then explain in w.iting (1) the strengths of the teacher's 
approach, (2) the weaknesses of ;he veacher's approach, and (3) how the 
teacher should have treated her responsibilities. 



CASE STUDY 

The young instructor felt very pleased and proud 
of herself as she ripped the last page out of her 
typewriter. Here she was, Miss Engenu Bambini, 
ready to begin her career as the new instructor of 
the child-care worker program at Pineywoods Tech! 
The first day of classes was still several weeks away, 
but she was working hard to have everything perfect- 
ly planned and in order when the first student 
arrived. 

Right now she was finishing up the resource lists 
and the purchase orders she would submit tomor- 
row to Mr. Stern, her administrator, for his signature. 
She hadn't yet talked to him about money for the 
program, but when he had hired her, he had prom- 
ised to help in any way he could. Thus, she had no 
doubt that he would approve everything she need- 
ed. She was taking over an ongoing program that 
hadn't been going too well, so she would need a lot 
of things. 

Miss Bambini began a final check of her estimates 
for instructional equipment, supplies, and materials 
for the coming year. She wanted to be sure there 
were no errors or omissions on these important 
papers. As she reread what she had written, she 
made a mental check of the matters she had wanted 
to be sure to cover. Yes, she had thoroughly re- 
viewed the curriculum for the child-care worker pro- 
gram (that's what the school called the course of 
study) to be sure that all the resources called for 
would be available to students. She had reorganized 
the old unit plans and had written two new ones; she 
had added the laboratory supplies for these units to 
the supplies list. 



While going through these plans, she had 
remembered some new visual materials she had 
seen advertised and added them to the instructional 
materials list. She had gone through the child-care 
classroom, but she didn't remember seeing much 
reference material, so she put some fine new 
reference books into the equipment order. They were 
expensive but would last a long time, she thought. 

She was rather glad that there would be only 16 
students in the program the first semester. It would 
make it easier for her to get things organized proper- 
ly, and she felt she could soon increase the enroll- 
ment. It also made her feel a bit easier about ordering 
those 16 cassette tape recorders that her students 
would need to use for Unit V on story telling. 

Miss Bambini was glad she had looked over the 
cumulative records of every one of those students. 
They seemed like such a nice group. Like most child- 
care students though, they certainly had a great 
range of backgrounds. Some were young mothers, 
with rather poor academic records, who were train- 
ing for their first jobs; two were mature college 
graduates; and the others were somewhere in be- 
tween. Miss Bambini sincerely wanted them all to 
succeed, so she intended to think about the right 
teaching technique to reach every one— but all that 
was in the future. Right now she had to correct a cou- 
ple of typing errors and get these resource lists up 
to Mr. Stern's office. 
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Compare your written critique of the teacher's performance with the model 
critique given below. Your response need not exactly duplicate the model 
response; however, you should have covered the same major points. 



MODEL CRITIQUE 

Miss Engenu Bambini may be inexperienced, but 
she certainly appears to bo conscientious in her ef- 
forts to get started right in her new position. She has 
obviously tried to do a good job of acquiring the in- 
structional resources she will need for her program- 
making out the resource lists and purchase ord^-^rs 
carefully and well ahead of time. 

She did well to review the teaching plans and 
course of study to make sure that all the equipment 
and supplies needed for the learning activities would 
be available to her students at the right time. She 
tried hard to include up-to-date instructional materia) 
such as the new visual aids and the new reference 
books. It was perceptive of her to review the records 
of her prospective students before the school term 
began. Surely, her heart is in the right place. 

Miss Bambini may be in for some disappoint- 
ments, however. While Mr. Stern was no doubt sin- 
cere in his pledge of cooperation, there are limits to 
what he can do. She should have talked to him 
earlier about her budget for equipment and supplies 
and about school policy regarding charging students 
fees. Very few vocational-technical teachers are like- 
ly to get everything they feel they need for their 
programs. 

One mistake Miss Bambini made was not finding 
out what was already available for her use. She 
"didn't remember seeing" reference material, but 
memory is a poor basis on which to work out pur- 
chase orders. One of the first things she should have 
done was to find the inventory report left by the 
previous teacher. If there was none, she should have 
taken a careful inventory of resources herself. Ad- 
ministrators take a dim view of new orders for equip- 
ment and supplies that already exist. 

It is too bad that while Miss Bambini was going 
over the records of her prospective students, she did 



not try to select her instructional resources to best 
meet the needs and interests of the students. With 
such a diverse group, it is possible that some might 
not learn effectively from written materials and would 
benefit from the use of more audio- or videotapes, 
while some of the others might require more 
sophisticated materials. 

Miss Bambini didn't seem to realize either that 
planning for the teaching techniques she intended 
to use should not be a matter for the future. It should 
be done now, at least in broad terms. If the child- 
care class is to use primarily group work (such as 
role-playing, class discussions, committee projects), 
some of the equipment and materials required may 
be quite different from that needed for strictly in- 
dividualized instruction. 

There were a coupJe of other matters in her 
resource requests that Mr. Stern will probably quickly 
put to rights. One was the inclusion of books in the 
equipment order. Even though they are semi- 
permanent, in most schools, books are purchased 
using separate funds and different procedures than 
equipment. 

The other concern is the necessity for ordering 
one tape recorder for every student. Mr. Stem is very 
likely to question Miss Bambini on this, asking her 
whether every student will be using the recorders 
at exactly the same time and whether she has 
thought about rotating students through the story- 
telling assignment in some way in order to get along 
with fewer pieces of equipment. 

We are sure that Mr. Stern will be kind and helpful, 
however. He will realize that here is a young instruc- 
tor who is determined to be well prepared for her 
classes and obviously committed to helping her 
students succeed in their new occupation. 



Level of Performance: Your written critique of the teacher's performance should have covered the same 
major points as the model critique. If you missed some points or have questions about any additional points 
you made, review the material in the information sheet. Projecting Instructional Resource Needs, pp 6-12 
or check with your resource person if necessary. 



EKLC 



19 

21 



NOTES 



i 



ERIC 



20 



22 



i 



Learning Experience Hi 

RNAL EXPERIENCE 




In an actual teaching situation/ project instructional resource needs. 



As you plan instruction for your vocational-technical program, project instruc- 
tional resource needs. This will include— 

• reviewing the curriculum and other relevant factors to determine the need 
ActiVfltv equipment, supplies, media, and reference and instructional 

f\\.uvny matenals 

\ M • preparing a written document outlining the instructional resource needs 

^ • preparing and submitting (if feasible) appropriate requests for the needed 

^^^^ items 

NOTE: As you complete each of the above activities, document your actions 
(in writing, on tape, through a log) for assessment purposes. 




Arrange to have your resource person review your documentation. 

Your total competency will be assessed by your resource person, using the 
Teacher Performance Assessment Form. pp. 23-24. 

Based upon the criteria specified in this assessment instrument, your 
resource person will determine whether you are competent in projecting in- 
structional resource needs. 



• For a definition of "aclual teaching situation." see the inside back cover. 
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TEACHER PERFORMANCE ASSESSMENT FORM 

Project Instructional Resource Needs (£-1) 



Name 

Directions: Indicate the level of the teacher's accomplishment by placing 
an X in the appropriate box under the LEVEL OF PERFORIVIANCE heading oliT 
If, because of special circumstances, a pfsrformance component was not ap- 
plicable, or impossible to execute, place an X in the N/A box. Sii^ 







LEVEL OF PERFORMANCE 


In projecting instructional resource needs, the teacher: 

1 . based the projection on the program's curriculum (course 

of study* course outline or CnmnAtPnrv/ nrnfilo\ 


n 


1 

□ 


■ / 
□ 


□ 


□ □ 


2. considered the followino in HAtnmnininn tho itAme rAni lirAri* 

WW! I viMwi II 19 iv/iiw/Tvii 1^ II 1 II III III irio 1 idTis reQuireo. 
a. needs and interests of students . . . 


□ 


□ 


□ 


□ 


□ □ 


b. instructional techniques to be used in the program . 


□ 


□ 


□ 


□ 


□ □ 


c. safety of students 


□ 


□ 


□ 


□ 


1 — 1 1 — 1 
U □ 


d. requirements of the occupational area . . . 


□ 


□ 


□ 


□ 


□ □ 


e. past experience in using instructional resources 


□ 

1 iiij 


□ 


□ 


□ 


□ □ 


f. funds available 


□ 


□ 


□ 


□ 


i 1 1 1 

□ □ 


3. considered the following in determining the quantity of 
resources requi:dd: 

a. the number of students in the program 












□ 


□ □ □ 


□ □ 


b. the learning experiences planned for students 


□ 


□ 


□ 


□ 


□ □ 


c. organizational pattern of class and laboratory work . 


□ 


□ 


□ 


□ 


□ □ 


d. error and waste of materials by students . 


□ 


□ 


□ 


□ 


□ □ 


e. customer and maintenance work 


□ 


□ 


□ 


□ 


□ □ 


4. used an inventory of existing resources as a basis for 
calculating future needs 


□ 


□ 


□ 


□ 


□ □ 


5. made proper distinctions between tools and equipment, 
supplies, media, and reference materials ... 


□ 


□ 


□ 


□ 


□ □ 



&5 













s7 




6, gave appropria1^6 consideration to the need for: 

a. tools 


1 — 1 
u 


1 — 1 

u 


1 — 1 

u 


U 


I 1 

u 


1 — 1 

u 


b. equipment 


1 — 1 
u 


1 — 1 

u 


1 — i 

u 


1 — 1 

u 


( — 1 

u 


1 — 1 




n 


n 
1 1 


n 
1 1 


n 
1 1 


n 
1 — 1 


n 
1 1 




□ 


□ 


□ 


□ 


□ 


□ 


e. reierence and instructional materials 


□ 


□ 


□ 


□ 


□ 


□ 


7, consulted the school or colleQe library and media center 
about the availability of modia and reference materials 


□ 


□ 


□ 


□ 


□ 


□ 


8. prepared requests for materials based on a realistic 
estimate of available funds 


1 — 1 


1 — 1 

Ll 


1 — I 
u 


1 — 1 

u 


1 — 1 
U 


LI 


9. produced a document summarizing the needed instruc- 
tional resources that was: 

a. well organized and neat 


1 — 1 


1 — 1 
U 


1 — 1 


1 — 1 


1 — 1 

u 


1 — 1 




1 — 1 

□ 


1 — 1 

□ 


□ 


1 — 1 

□ 


1 1 

□ 


□ 


c. correctly categorized 


□ 


□ 


□ 


□ 


□ 


□ 


d. accurately calculated 


□ 


□ 


□ 


□ 


□ 


□ 



Level of Performance: All items must receive N/A. GOOD, or EXCELLENT responses. If any item receives 
a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what addi- 
tional activities the teacher needs to complete in order to reach competency in the weak area(s). 
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> ABOUT USING THE NATIONAL CENTER'S 
PBTE MODULES 



Organization 

Each module is designed to help you gain competency in a 
particular skill area considered important to teaching suc- 
cess. A module is made up of a series of teaming experi- 
ences, some providing background infomriation, some pro- 
viding practk;i> experiences, and others combining these 
two functions. Completing these experiences should en- 
able you to achieve the tennlnal objective in the final 
learning experience. The final experience in each module 
always requires you to demonstrate tne skill in an actual 
teaching situation when you are an intem, a student teach- 
er, an inservice teacher, or occupational trainer. 

Procedures 

Modules are designed to allow you to individualize your 
teacher educatk)n program. You need to take only those 
modules covering skills that you do not already possess. 
Similarty, you need not complete any learning experience 
within a module if you already have the skill needed to 
complete it. Therefore, before taking any module, you 
should carefully review (1) the introduction, (2) the objec- 
tives listed on p. 4, (3) the ovennews preceding each learn- 
ing experience, and (4) the final experience. After compar- 
ing your present needs and competencies with the informa- 
tion you have read in these sectk)ns, you should be ready to 
make one of the fdltewing decisions: 

• That you do not have the competencies indicated and 
should complete the entire nrKxJule 

• That you are competent in one or more of the enabling 
objectives leading to the final learning experience and. 
thus, can omit those learning experiences 

• That you are already competent in this area and are 
ready to complete the final learning experience in 
order to ''test out*" 

• That the module is inappropriate to your needs at this 
time 

Wiien you are ready to complete the final teaming experi- 
ence and have access to an actual teaching situation, 
make the necessary an-angements with your resource per- 
son. If you do not complete the final experience success- 
fully, meet with your resource person and an^ange to (1) 
repeat the experience or (2) complete (or review) prevk)us 
sections of the module or other related activities suggested 
by your resource person before attempting to repeat the 
final experience. 

Options for recycling are also available in each of the 
learning experiences preceding the final experience. Any 
time you do not meet the minimum level of perfomnance 
required to meet an objective, you and your resource per- 
son may meet to select activities to help you reach compe- 
tency. This could involve ( 1 ) completing paits of the module 
previously skipped, (2) repeating activities, (3) reading sup- 
plementary resources or completing additk)nal activities 
suggested by the resource person, (4) designing your own 
teaming experience, or (5) completing some other activity 
suggested by you or your resource person. 



Terminology 

Actual Teaching Situation: A situation in which you are 
actually woricing with and responsibte for teaching sec- 
ondary or postsecondary vocationai students or other oc- 
cupational trainees. An intem, a student teacher, an in- 
service teacher, or other occupational trainer would be 
functioning in an actual teaching situation. If you do not 
have access to an actual teaching situation when you are 
taking the module, you can complete the module up to the 
final learning experience. You would then complete the 
final teaming experience later (i.e., when you have access 
to an actual teaching situation). 
Alternate Activity or Feedback: An item that may substi- 
tute for required items that, due to spedal circumstances, 
you are unable to complete. 

Occupational Specialty: A specific area of preparation 
within a vocational servrce area (e.g., the service area 
Trade and Industrial Education includes occupational spe- 
cialties such as automobile mechanics, welding, and elec- 
tricity. 

Optional Activity c. Feedback: An item that is not re- 
quired but that is designed to supplement and enrich the 
required items in a learning experience. 
Resource Person: The person in charge of your educa- 
tional program (e.g.. the professor, instructor, administrator, 
instructional supervisor, cooperating/supervising/class- 
room teacher, or training supervisor who is guiding you in 
completing this module). 

Student: The person who is receiving occupational in- 
struction in a secondary, postsecondary, or other training 
program. 

Vocational Service Area: A major vocational field: agri- 
cultural education, business and office education '^ari^et- 
ing and distributive education, health occupations educa- 
tion, home economics educatran, industrial arts education, 
technical education, or trade and industrial education. 

You or the Teacher/Instructor: The person who is com- 
pleting the module. 

Levels of Performance for Final Assessment 
N/A: The criterion was not met l)ecause it was not appli- 
cable to the situation. 

None: No attempt was made to meet the criterion, al- 
though it was relevant. 

Poor: The teacher is unable to perfomn this skill or has only 
very limited ability to perfomn it. 
Fair: The teacher is unable to perfomn this skill in an ac- 
ceptable manner but has some ability to perform it. 
Good: The teacher is able to perfomn this skill in an effec- 
tive manner. 

Excellent: The teacher is able to perfomn this skill in a very 
effective manner. 
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Titles of the National Center's Performance-Based Teacher Education Modules 



1 



Category A: Program Planning, Development, and Evaluation 

A-1 Prepar« tor a Community Survey 

A-2 Conduct a Community Survey 

A-3 ReportthoFindirigsofaGornnnjrutySun/ey 

A-4 Organize an Occupational Advisory Committee 

A^ Maintain an Occupational Advisory Committee 

A-^ Develop Program Goals and Objectives 

A-7 Conduct an Occupational Analysis 

A-6 Develop a Course of Study 

A-9 DeveH)pLongHRange Program Rans 

A-10 Conduct a Student Folow4Jp Study 

A-1 1 Evaiuale Your VocaUonal Program 

CategoryB: Instructkmal Planning 

&-1 OHermine Needs and Interests of students 
Develop Student Pedormanoe Objectives 
Develop a Unit of Instnjction 
Develop a Lesson Plan 
Select Student Instructional Matenals 
Prepare Teacfwr-MlKto Instructional Matenals 



&-2 
B-3 

B-5 
B-6 

CatogdryC: Inttructional Execution 

0-1 
0-2 
C-3 
C-4 
C-5 
C-6 
C-7 
C^ 
C^ 

O-10 
0-11 
0-12 
0-13 
C-14 
C-15 
0-16 
0-17 
0-18 
0-19 
O-20 
0-21 
C-22 
0-23 
0-24 
0-25 
0-26 
0-27 
0-28 
0-29 
C-30 

Category D: Inatmctional Evaluation 

D-1 Establish Stud'mtPeifomianoe Criteria 

D-2 Asaess Student Performance: Knowledge 

0-3 Asaess Student Perfonnanoe: Attitudes 

D--4 Assess Studem Performance: Skills 

D-5 Detennine Student Grades 

D-6 Evaluate Your lnstnx:tional Effecth/eness 

Category E: Instrustional Managenient 

E-1 Project Instnjctional Resource Needs 

E-2 Manage Your Budgeting and Reporting Responsibilities 

£-3 A/^ange for Improvement of Your Vocational Fadltties 

E^ Maintain a Filing System 

E-5 Provide for Student Safely 

E-6 Provide for the Rrst Aid Needs of Students 

E-7 Assist Students in Developing Self-Oiscipline 

E-^ Organize Ifie Vocational Laboratory 

E-9 Manage Ifie Vocational Laboratory 

E-10 Combat Problems of Studem Chemical Use 

Category F: Guidance 

F-1 Gather Student Data Using Fomul Data^lection Techniques 

F-2 Gamer Student Data Through Personal Contacts 

F-3 Use Conferences to Help Meet Studem Needs 

F-^ Provide Information on Educational and Career Opportunities 

F-5 Assist Students in Applying for Employment or Further Education 



Direct Field Tripe 

Conduct Group Discussions, Panel Discussions, lona Symposiums 
Employ Br ai n a tonn i ng. Buzz Group, and Question Box Techniques 
Direct Students in Instnjcting Other Students 
Employ SimuMon Techniques 
Guide Student Study 
Direct Student Laboratory Experience 
Direct Students in Applying ProblenvSolving Techniques 
employ me i voieci Memoa 
Introduce a Lesson 
Summarize a Lesson 
Employ Oral Questioning Techniques 
Employ Relnforoemam Techniques 
Provide Instruction for Slower and More Capable Leamefs 
Present an Mustrated Tal( 
Demonstr a te a Manipulative Ska 
Demonstr a t e a Concept or Principle 
Individuaiize Instnidion 
Employ the Te(«n Teaching Approach 
Use Subject Matter Experts to Present Infomiation 
Prepare Buftetin Boanjs and Exh«)its 

Present Information with Models. Real Objects, and Flannel Boards 
Preeem mformalion with Overt)ead and Opaque Matenals 
Preeent Infomutfion with FMmstrips and Slides 
Present Information with FHms 
Preeem Infomiation with Audio Recordings 
Present Information with Televised and Videotaped Matenals 
Employ Programmed Instruction 
Presem Inform a tion with the Chalkboard and Rip Chart 
Provide for Students' teaming Styles 



Category G: Schoot-Community Relationa 

G-1 Oevekjp a Schoot-Community Relations Plan for Your Vocational Program 

G-2 Give Presentations to Promote Your Vocational Program 

G~3 DevBtop Brochures to Promoto Your Vocational Program 

G "4 Prepare Displays to Promote Your Vocational Program 

G-5 Prepare News Releases and Artkdes Concerning Your Vocatkxial Program 

G-6 Arrange for Television and Radk> Presentations Concerning Your Vocational 

Program 
G-7 Conduct an Open House 
G-8 Work with Members of the Community 
G-9 Work with State and Local Educators 
G-10 Obtain Feedt)ack about Your Vocational Program 

Category H: Vocational Student Organization 

H-1 Develop a Personal Phitosophy Concerning Vocational Student 

Organizations 
H-2 Establish a Vocational Studem Organization 

H-3 Prepee vocational Student Organizatkyi Members for Leadership Roles 
H-4 Assist Vocational Studem Organizatkm Members in Developing and 

Financing a Yearly Progr:^Ti of Activities 
K-5 Supervise Activities of the Vocatx)nal Student Organizatkxi 
H-6 Gukto Partidpatkin in Vocational Student Organizatkxi Comests 

Category I: Professional Role and Development 

1-1 KeepUptoDateProfesskxialty 

1-2 Senre Your Teaching Professkxi 

1-3 Develop an Active Personal Philosophy of Educatkxi 

M Serve the School and Commurtity 

1-5 Obtain a Suitable Teaching Position 

l-€ Provkie Laboratory Experiences for Prospective Teachers 

1-7 Plan the Studem Teaching Experience 

1-8 Supenrise Studem Teachers 

Category J: Coordination of Cooperative Education 

J-1 Establish GukMines for Your Cooperative Vocatk>nal Program 

J-2 Manage ttie Aitendanoe, Transfers, and TermirmlX)ns of CoOp Students 

J-3 Enroll Students in Your Co-Op Program 

Secure Training Stations for Your Co-Op Program 

J-5 Place Co-op Students on the Job 

J-6 Devetop the Training AbHity of Orhthe-Job Instructors 

J-7 Coordinate On-the>k)b Instniction 

J-8 Evaluate Co-Op Students' Orhthe^JobPerfomiance 

J-9 Prepare for Students' Related Instnictkxi 

J-1 0 Supervise an Emptoyer-Emptoyee Appreoatkxi Evem 

Category K: tmptementing Competency-Baaed Education (CBE) 

K-1 Prepare Yourself for CBE 

K-2 Organize the Contem for a CBE Program 

K-3 Organize Your Class and Lab to Install CBE 

Provide Instnjctional Materials for CBE 
K-S Manage the Daily Routines of Your CBE Program 
K-^ Gukle Your Stu(tonts Through tfie CBE Program 

Category L: Serving Studenta with Special/Exceptional Needs 

L-1 Prepare Yourself to Sen/e Exceptkmal Students 

L-2 kientify and Diagnose Exceptional Students 

L-3 Plan InstnjctkHi for Exoeptk>nal Students 

L-4 Provkie Appropriate Instnictkwial Materials for ExceptkKial students 

L-S Modify the Learning Environment for Exceptkinal students 

L-^ Promote Peer Acceptance of ExceptionaJ Students 

L-7 Use Instnjctkyial Techniques to Meet the fteeds of Exceptional Students 

L-8 Improve Your Commumcatnn Skills 

L-9 Assess the Progress of Exceptkmal Students 

L-10 Counsel Exceptk)rtal Students with Personai-Social Problems 

L-1 1 Assist Exceptional Students in Developing Career Planning Skills 

L-12 Prepare Exooptk)nal Students for Empkjyability 

L-13 Promote Your Vocational Program with Exceptional Students 

Category M: Aaaleting Studenta in Improving Their Basic S^. lis 

M- : Assist Students in Achieving Bask: Reading Skills 

M-2 Assist Students in Oevek)pingTechnk»l Reading Skills 

M-3 Assist Students in Improving Their Writing Skills 

M~4 Assist Students In Improving Their Oral Communk»tkxi Skills 

M- 5 Assist Students in Improving Their Math Skills 

M-6 Assist Students in Improving Their Sunnval Skills 

RELATED PUBLICATIONS 

studem Guide to Using Perfonnanoe-Based Teacher Educatkxi Materials 
Resource Person Guide to Using Perfonnance-Based Teacher Education Materials 
Gukle to the Implementatkm of Perfonnance-Based Teacher Educatk>n 
Performance-Based Teacher Education: The State of the Art, General Education and 
Vocatk)nal Education 



For infdniMtlon regarding availability and pricaa of these materials contact^AAVIM, American Association for Vocational Instructional 
Materials, 120 Oriftmier Enfilneering Center, University of Georgia, Athens, Georgia 30602, (404) 542-2586 
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